
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/products/acrobat/readstep2.html. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/support/products/
acrreader.html. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


Asset Transfer/Change/Retirement Request (R 1/25/2012)
Department of Finance and Administration
Office of Accounting 
Asset Transfer/Change/Retirement Request
Asset #
Asset Description
Serial #
Acquisition Date
Cost
Qty.
Cost Center
Fund
Fund Center
Useful Life (Yrs.)
      Vendor
  TRANSFER:  Must have Sending and Receiving Agency's CFO Signature before processing.
SENDING AGENCY:
RECEIVING AGENCY:
Asset #**
Asset Description
Serial #
Inventory #
Acquisition Date*
Cost
Qty.
Cost Center
Fund
Fund Center  
Useful Life (Yrs.)*
      Vendor  
If Sending Asset is Prior Year, this must be created as a
Post Cap Asset with the same Acquisition Date as Sending Asset.
*If Sending Asset is Prior Year, this must be created as a Post Cap Asset with the same Acquisition Date as Sending Asset. 
**Must be same as Sending Agency.
  CHANGE:  
Asset Number to Change:
   Reason for Change:
Change Description
Change From
Change To
Asset Description:         
 Serial #:         
  Inventory #:         
  Qty.:         
  Room #:         
  License Plate #:         
  Personnel:         
  RETIRE:  
M & R (provide SDF):         
Date of Retirement:
Lost/Stolen:(requires DFA Approval and Police Report)
Date of Retirement:
Asset #
Reason for Retirement
 Partial Retirement
Amount to Retire:
Qty. to Retire:
Sending Agency CFO or Designee:
Receiving Agency CFO or Designee:
By signing below, Agency Representatives certify that all the above information is correct and the above Asset will be Transferred / Changed / Retired after Receipt of Approval by DFA - Office of Accounting. 
  Approved
  Not Approved
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